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| NTRODUCT! ON

00001. PURPCSE.

Thi s Manual pronul gates policies, procedures, and technical instructions

regardi ng aut onat ed manpower systens and subsystens. This Manual al so provides
instructions for reporting and verifying informati on naintained in these

syst emns.

00002. RESPONSI BI LITY.

The Deputy Chief of Staff for Manpower and Reserve Affairs M&RA (M F), under
the direction of the CMC, is responsible for the currency, accuracy, and
nodi fication of this Manual. Conmanders are responsible for physical

mai nt enance and tinely entry of changes in their copies of this Manual.

00003. ALLOWANCES AND M SSI NG PAGES.

Requests for changes in the authorized allowance for this Manual wll be
forwarded to the CMC (ARE). This request nust be submitted per MCO P5600. 31.
M ssi ng pages shoul d be obtained by requisitioning the basic Manual and/or
pertinent change(s) per MCO P5600. 31.

00004. ORGANI ZATI ON.

1. This Manual is organized in chapters and sections. The chapters are
nunbered sequentially and are listed on the contents page. The chapters and
sections of chapters are nunbered sequentially and listed on individual chapter
content pages.

2. Paragraphs in this MCTFSPRIM are nunbered in a possible six digits, with
further division of subparagraphs shown in snmall letters, nunmbers wthin
parent heses, snall letters within parentheses, etc. The first digit is the
Chapter nunber (or first two digits, as in the case of Chapter 10, 11, 12,
etc.), the second two digits identifies the particular Section, The renaining
nunbers identify the particular part of a section and nmaj or paragraphs thereof.
The digit(s) to the right of the decinal identify the specific paragraph or
subpar agraph. For exanple, 40103.2b(2) refers to chapter 4, section 1,

par agr aph 03, subparagraph 2b(2). (also see EXAMPLE 1 and 2 bel ow).

EXAMPLE 1: 1 01 00

Chapt er nunber T
(May be 1 or 2 digits)
Secti on nunber
(2-digits)

Par agr aph numnber
(2-digits)

EXAMPLE 2: 10 03 01

Chapt er nunber Q

(May be 1 or 2 digits)
Secti on nunber
(2-digits)

Par agr aph nunber
(2-digits)

3. Pages are nunbered by chapter nunber; that is, the fourth page of chapter 3
appears as 3-4, and the fourth page of chapter 10 appears as 10-4.

4. The above nunbering is the sane in the |ndex:

EXAMPLE:
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ABSENCE REPORTING . . . . . . . . . . . . . . . . . . . . . . . .. .. .11-8

Chapt er nunber

Page nunber

00005. CHANGES.
Changes to this Manual will be nade with printed page replacenments for pages
that are to be nodified. Changes will be nunbered consecutively and recorded
on the page provided for that purpose.

00006. USE OF ABBREVI ATI ONS AND ACRONYMS. Abbreviations and acronyns are used
extensively throughout this Manual. A list of abbreviations and acronyns used
in the text is provided in appendi ces A and B.

00007. METHOD OF Cl TATI ON.

Ref erence to this Manual or to specific paragraphs of this Manual will be nade
as follows:

1. For general reference or for those instances where many paragraphs and/ or
subpar agraphs are to be referenced in the sane conmuni cation (specific
ref erences contained in the body of the comunication):

Ref: (a) MCO P1080. 40

2. For personnel records and forms (except when reference (a), above, is not
used, use only MCTFSPRIM par. 120101):

Ref: (a) MCTFSPRIM par. 20005.2n(1)(a)
3. For directives:

Ref: (a) MCO P1080.40, MCTFSPRIM par. 50107. 3a
4. For correspondence:

Ref: (a) MCO 1080.40, par. 50107
5. Al references to other Marine Corps Orders, DoD Directives, Websites or
any other orders or nanuals are listed at the beginning of each Chapter. (Wen
codes are not listed in MCTFSCODESMAN, refer to Software Rel ease Notices and
PAA' s.)
00008. USE OF UD STATEMENT FORVATS AND EXAMPLES.

1. UD statenents which contain the English description for the Type
Transaction Codes (TTC s) entered on the On-Line Diary and UD M PS applications

are used throughout this Manual. Instructions on what data to enter are
included with statenents. An illustration of a UD statenent is shown bel ow
DEL | ADD |
Action date of statenent A
to be del eted T

Normal statenment to be del eted
Action date of statenent to be added
Nor mal statenent to be added

2. EXAMPLE entries are provided throughout this Manual. These|exanpl es show
how a conpl ete statement should | ook on the UD. EXAMPLE entry:

Vi
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LAST NAVE I NI TIALS SSN REMARKS
PLAGGE KJ 0123459789 200001231 RIFLE 042
00009. USE OF FI GURES AND DECI SI ON LOd C TABLES (DLT'S).

1. Figures and DLT's are visual aids used to portray information graphically.
A figure is used to convey explanatory information. A DLT is used to help the
reader arrive at the correct decision or answer after considering all the
alternatives. Figures and DLT's are identified by nunber. The digit before

t he hyphen indicates the chapter nunber; the digits to the right of the hyphen
i ndi cate sequence of the figure or DLT within the chapter. Both figures and
DLT's may be used in a chapter. Figure 5-1 is the first figure of chapter 5.
Table 5-1 is the first DLT in chapter 5. The difference between a DLT and a
figure is denoted by the word "table" or "figure" and not by the nuneric
identification.

2. DLT's are used in this Manual to sinplify instructions which are conpl ex
and woul d require an excessive amunt of witten explanation. A DLT usually
contains the foll owi ng segnents:

a. Table nunber to identify the particular table.

b. Table heading to identify the subject material in the table.

c. Colum headi ng, designated al phabetically; i.e., A B, C and so forth.

d. Rules to identify certain statements of condition or action. Rules are
designated nunerically; i.e., 1, 2, 3, and so forth. Statenents of condition

are to the left of the table and Statenents of action are to the right of the
tabl e.

TABLE NUMBER- - TABLE HEADI NG

R A B C D

u

L

E | Colum Headi ng Col utm  Headi ng Col utm Headi ng Col uim Headi ng
1

2

3

4

3. Proper use of a DLT is assured by adherence to the follow ng rules:
a. To find the solution, begin at the upper left of the table.
b. Select the nmobst accurate or applicable rule in each col um.

c. A ways proceed down and right; never up.




d.

Never

deci si on.

e.
situation at hand.
the decision wll

Al of the conditions in a selected rule nust
When you enter the right nost
be found at the end of the process.
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TABLE 5-12--CRA AND RCRA DATES

return to the left as you advance to find the solution or

be applicable to the
colum of the applicable rule

R A B C D

U

L

E When the Marine and and then the
(See notes 1, 2,
and 3)

1 enlists in the has no prior is assigned to CRA date is the day
usmc USMC or USMCR of entitlenent

Servi ce

2 enlists in the CRA date is the day
DEP of assignnent to AD

3 is restored to is issued CRA date is day of
duty from clothing to the restoration to duty
confi nement extent necessary
i nvol vi ng to nmeet mininmum
punitive cl ot hi ng
di schar ge requi rements

4 reverts from CRA date is the sane
temporary officer date held prior to
or WO status the appointnent to

of ficer or WD status
NOTE: All Tables are at the end of each section in each chapter.

viii
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